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POSITION EVALUATION DIVISION
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TOSTITION BVALUATION DIVISION
SEML=ANNUAL REPORT
1 July 1955 = 1 Jamuary 1956
SECTION 1, Major Accomplishments and Significant Developments.
A, | Introductions

The purpose of the Position Evaluation Program is to
achiave and mainbtain 8 sound ceccupational and salary
atructure for Agency positions. This program must pro=
vide fer equiteble CIA salary alignment with compensation
lovels within and outelde the Federsl Govermment end be
respongibls to the specisl Job characteristlcs and enploys
ment situations enesantered in CTA, including recognition
of the Carcer Staff cencepi.

The past six month's activity with respect to our prin=
cipegl funeticn, the eclasslificetion of positions, was
chsracterized by departure from our plamed systenm of
c¢lessification surveys and standards development., The
ceiling freese retroactive to 31 July 1955 caused many

- operating offices, particulerly in the Clandestine Services,
to develop reorgarisstion proposals in which we participated.
However, our efforts were not entively productive due to
problems resulting from the long end arduous coovrdingbion
roquired of the CS T/0's end the conmstently changing rules
and philosophies with respect to thelr form, constitution,
and uss.

However, many of the probloms comverming the Agency Stafflng
Structure appear near resolubtion, much depending upon the
“Reviged Marpower Control System” currently being lnstsolled

in Office of Communicabtions on a trial bosis with the Divislon
providing Office of Persomnsl representation. ALso, approval
of new policies on Promotlon, Assigmment, end the Career
Dosignation of T/O positions should gid materially in achieving
sounder persomel administration bub will requive reglistic

and accurate Tables of Orgardzation and the use of judgment

and prudence by &ll eoncerned in encumbering T/O positlions.

of soms concern, as the period ends, ls the incressing and’
repeated obeervation of the Inspector General thab the
componsation levels spproved for a wide variety of T \
positions ie not appropriate to oblaln and retain the caliber
of personnsl reguired. Thle hes been a perplexing sltuation
since we keep in touch with wage levels both within and wlthe
out the Goverment, snd such studies have congbantly pointed
out the fact that CTA levels are generally substentlelly
higher than other "going? wages. It may &lso be noted thab
the Tnspector General, to our knowledge, has not yet encoun-
tered o cage in which he hss found the CIA compensation too
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e Dlstrlbuticn of Stalf Wae Wy Work Losi Colegoriess

Category Characteristlics Time Percontape
1. Poslition Anslysls Collection, recording, and analysis ol
Sarveys of duties and quslificstlon reguire-

ments for all pogitionz in organle
zational componenbs or cccupabional
catogories, Presentation of ¢lapsi-
ficatlons deternmined upon and coors
dination of resulis wlth 0fflce
concerned. Propargtion of survey
reports.

2. Popition Stendards ~ ‘Intensive snalysis of positions in 3%
particular occupational categories.
Prepgration of summary sbalements of
the esaential charscleristlca of the
levels of work, gualifications re=
quired, and the lires of progression.
Coordination of these producls.

3. Individusl Position  Review of selected individual pere 17%
and Personnel Actions sonnel actlions in terms of squliy and
propeietys Such actions ave thoge in
which there sre wwresolved clasglfie-
cation guestions requiring desk sudits
ard preparation of descriptions.

s Table of Orpanization Position anslysis veview of T/0 propossls 199
Review and Distrie and proparation of OP recommendations Ge
bution /5. Distribution of approved T/0%s and
eontrol of T/0 rscords.

S. Speclel Studles end Preperablon and coordinstion of repulations, 168

Staff Services handbooks, and guldes on wege admivlstration
nattors. Staff support %o D/P on the CIA
Supsrgrade Strveture, Comments on spplice-
bility to PED Progrsm of leglalabive and
other proposalis. Ansglytledl studies on cupr=
rent problems of concern to FPED, euch as pro=
motion policles, the exseutive pay plans, pay
incontives, Manpower Control Systems, Career
Service Degignations of Positions, ete.
Extension of machine btabulation mothods in
the presentetion of information shout the
cecupationsl structure of Agoney Components
and Caveer Sorviess. Staff agslstance o
operating offices on position evaluation
problens,

(The remaining steff time was divided between formal training wlthin the Agency,
leave, and details %o other OP Divisions.) '
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C. Position Anglysis Suwrveys - 2L% Workload Factor,

A8 will be noted in Anmrex 1, nearly Agency positions, 25X9A2
negrly equally divided between the tfivec irectoratesn, were

surveyed, The majority of surveys ineluded formal desk

anditsg however, in the case of oversess positions in Ghe

Far Tast, we report all documentation previded by Pergonnel 25X1
Officers, formerly Division Membsrs, as survey since the

position descriptions represent the resulis of on the spot

anslysis of the positlionz covered.

Of speclal significance are the surveyz of the ORY Beonowle
Area =~ 8 project nearing completion which we have plenned
for meny times over the last seversl years but forced %o
withdrsw each time due %o reorganizations == gnd that of &
group of key positione throughout the Security Office, In
Yhe latter cese,’ we have covered comprehensively for the
Fipat time the duties and responsibilities of| | 25X1
Security positions. Another diffiecult survey ed was
that of the reorganized Training Office during which recognle
ton was glven to the requirvement that many Instructor
positions required comprehensive Agency field experience and
could not be fully sppraised merely on the hagis of glving a
gpacific course of instruction. B

48 In the post, wo found that the most satiafactory and
accurate position evaluetions established are thoge approved
as a result of owganizationsl surveys. Thie program, we
feel, warrvands guntimied emphasis. :

D, Position Standepds - 3% Workload Factor.

Popitlon standarde comploted and published dtring the period
(Anrex 2), heve provided classification and qualification

coverage of a substantial portlon of Agency positions in six
eccupationsl categories (approximately 700 posiiions). Stane

davrds now in fingl draft, requiring clearance only of minor
detaile before publication (| | Iibrarian), 25X1
will provide coversge of approximacely adortvionsl positions.

Other stendards in finel. dvaft will, when published, cover over
25X9A2 [ |edditicnal positions,

S=f=lcRoE=T
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Published standards now apply to posliions throughout the
Agency, both in Headquarters snd the field. Standerd position
descriptions for Reports Officers, GS<7 through (S=15, and Aves
Operations Officers, GS=7 through 03-15, now provide coverags
of Headquarters opersational positions,

During the reporting pericd revision of the "Interim Qualifie
cation Standards® to simplify format, eliminabe superflucus
material, and increase utility was begung and qualification

- standards were developed for Intelligence Operational positions

including Intelligence Officer (FI), Operations Officer (PP),
Operations Officer (CE), and Paramilitary Officer. Thosge interim
standards cover a major segment of DD/P activity.

A conplete revision of the Occupational Handbook of Classification
Titles and Codes was made, and the Handbook has been trensmitted
to Regulationg Control Staff for printing. A further necessary
revision to provide complete definitlons of all titles and codes
has been inltdated.

In view of the smount of staff time required to bs spent on
aspecisl staff studies, as outlined in Amex L, the production for
the reporting peried has been encoursging. With the esslgnment
of additionsl profesglonal personnel ‘to the Stendards Branch the

~ production during the next period should incresse considevably.

Individual fosiﬁion and Personnel Actions = 174 Workload Factor.

During the pericd, 609 individual personnel actions were processed,
a substantial partion of which involved degk sudite and the
preparation of position desceriptions. Statistics indlcate that a
significant proportion of the total nmumber of positlion descriptions
produced result from this category of activity. Consesuently,
despite the emphasis upon swrveys, it contimued to be & fruitful
means of documenting Agency positions. Although not a direet clase
sification responsibility, service desipnation-determinations for
pogitions, particularly in the DD/P Area, were ‘mede in conpection

- with individual personnel actions.

Table of Orgamization Reviey - 19% Workload Factor.

25X1

During the latisr quarter, much time was devoted to providing

assistance to DD/P Staffs and Area Divisions in comnection with
their revised Tables of Organization. Problema encountered are
covered in the Introduction to this report.

Sal=l=Re=E=T
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Ay in the past, the long existing pracitice of operating offices
looking upon & T/O propossl as the medium for requesting upgrading
of positions has contimued. -This practice sometimes forces the
Divieion to make hasty classification decisions in the interests
of getting out a T/0. We, of course, would prefor that T/0
propossls be confined principally to esteblishing sppropriate
organizational structure and thst only poaltions directly affected
by structural changes e considered a subject for regrading.

This philosophy we have been attempting to sproad, and a com= .
promise frequently used is the slassh grading of 2ll positions for
which the Office desires grade changes, followed by detziled
position evaluation when the new organization is in operation.

Specisl Studies and Staff Services - 167 Worklosd Factor

Representative studies accomplished by the Division are listed
in Amnex L. As in the past, the Division has anslyzed systems
and practices and resolved problems in the field of Personnel
Management that extend beyond the fields of position evalustion
and wage administration. Perhaps the most sigmificant project
inmi tiated during the periocd is the study of current position
evaluation and compensation plans in other govermment agencies
and private industry. To date, the entire State Department
Forelgn Service Personnel System has been reviewed and thelr
practices in position classification, rotation and assignment,
grade retention, control systems, etc. snslyzed. In addition,
compensation practices of the Atomic Energy Commission, other
govermment sgencies and large private corporations having over-
seas functions were studied. Information obtained should be
extremely useful in the evaluation of the Agency Compensation
Progran as well as in making changes to our system.

Consultations with representatives of gpersting offices to assist
them in the spplication of the Agency position evaluation system
and in the resolution of current problems contimied; snd staff
support was given to Career Service Boards and the Personnel Assigne
ment Division with respect to questions concerning the evaluation
of positions, salary and wege rates, promotion progression patterns,
qualificstion requirements, and related matters. Numerous orlen-
tations end briefings on position evalustion functions were given
to personnel from operating components of the Agency as well as

to members of the Office of Persommel. )

Traiming -

During the reporting period a two-~week lecture course on Salary
and Wage Administration was developed by the Division, consisting
of forty hours of detailed instruction in techniques and methoda.
The lecture course was given to the Persomel O#fice Trainees

as a part of their formsl training in the Agency. It included
instruction in occupationsl classificatlion, industrial job
evaluation methods and practices, the factor conparison methed
of position evaluation; job evaluation methods used in Depsartment
of State, AEC, Navy Department, CSC position evaluation, fact=

" Aféé‘ ding Bools, and tochrdquos, revied, #nd sllecaliion 9hdJspsriptions,
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survey mothods and techniques, T/0 review, classificabtlen
records and reportg, field clasglflcation problems, pay
plans, position standards, pay administration and sslary
determination. Emphasis was placed on student particie
pation in the course in order to increase understanding and
rotentlon. Twelve members of the Division gteff and an eéxe
neriber now on the staff of the DD/Pers/FD presented lectures.
Favorsble comments wers mede by all trainees, both with
 respect to the naturs of madterisl presented and the con-
ference method of instruction, Expressions of interest in
stisnding a slmilsr course uere vocoived Prom admindstrative
personnel in several operating swess of the Agenty.

Seversl membera of the Division wers enrelled in Agency
spongored internal and externsl traiming courses during this
period. The Division wes ropresentad in guch courses under
the edministration of the Office of Tralning as Basic
orientation, Operational Support, Effective Writing, and

- Clendestine Review. Severzl membora abtended lectures in
ihe Area Trainlng Courses and Area Orientation Lectures
covering Russla, CGermany and Burna. Two individuals took
the eveming class in Position Clasglfication offered by the

 Department of Agriculture.

SECTION 2. Objectives and Program Plans = 1 Jamiary 1956 ¢
‘ 1 July 1956 o

Ao Contimie our ressarch project comsernirg the evaluation of
varicus compensation systems used gnccagefully in govermmsnt
and industrys congider adspbations which may be desirable
%o the CIA System. Develop, Lf we can creditably do s¢y 2
pevised Compenaation and Poglitlon Ansglysis Systen, which nay
1% Agency needs.

B, If the "Stafiing Conplement-Development Camploment-Flexible
T/o" ecnbination 18 successful in Commo, exert all efforts
20 apoly it to the Component which mosd noeds 1%, the DD/P.

C. Simplify the format and oxtend the usefulness of our peper - . |

products == Position Descriptions, Posliion Standarda,
Qualification Reguirenents. This ig most imporbant,

SeEsCaRafT
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D, Continue the position evaluation survey program which
38 now established and accepted. Attempt to cover most
DD/P Area Division Departmentszl positions and selected
aress within DD/P and DD/I. Stmilerly contime documens
‘e of FE Division field positions with the ssslstance
ofl personnel Officers formerly members of the Division.

E, Provide staff sssistance in the designation of all positions

by Career Service jurisdictlon.
F. Contimnue the processing of new Tables .of Organization and

individugl changes as repidly as possible withoub jecpardiging

sound positien structure.

6. Evaluste all aspacts of our program in terms of results

sccomplished and make adjustments to mest Agency mqﬁmnﬁﬁft’q

S=Eal=R=E=T
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SeBeCeReEa
AMNEX_1 (CONT'D)

Nunmbez of Positions

DD/S Area (Conttd,)

Office of Logi.sticsv
Meil and Courio# Branch

Medicgl Stafs
Office of Security

Office of Training _
: DD/S Total

DI/T Are
Of¥ce of Centrgl Reference
Library Division
Spaclal Regleter Division

Office of Scientific Intelligen
Guided Migsiles Division
Medical Divislon, Egtimateg

and Survey Brsnch
Pand B Divigien, Speelal
Projects Branch

Office of Research & Reperts
Economic Resaarch Areg

Basic Intelligence Division

Office of Operatiang
FDD (all clerical positions)

Contact Division, Index Branc)

DD/T Total

Grand Totsl

ScEaleR=EaT

Reagon for Survey

Classsifiecation Review
Reorganization
To resolve slashegrades

Classifieation Review

25X9A2
Reorganization K
Reorganization
Reorganmization
Reorganization ]
Classification Review
Classification Review

(Pending ORRog Action)
Classification Review

Classification Review
Classification Reviey

“ 70002-6
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ANNEX 2

Coverage of Pogition Standards and Standard Job Descriptlons

I. Totzl Standards Published:

Posltions Covered
Occupational Code  Depbtl T Field T Pobal

(8=0230.01 FEmployee Relations
GS=0301,35 Courier :
(G5-0358,00 Tabulating Mach, Oper.
GS=0359.03 Tabulating Proj. Plamer
05=0150.01 CGeogrspher
0S=0150,02 Geographer (Cartographer)
05=0816,00 Cartographlc Drafiting
(5=0388,03 Commo. Tech. (Radlo)
(5=0308.03 Commo Tech. (Crypt)’
6560136,62 Documentation An/Off
(S=0560,01 Budget Admindstration
G3<0510,1l: Finance Officer/Asst’
GS=0132.35 Intelligence Analyst
0S=0132,48 Foreign Documents Officer
0S=0132.31 Biographic Analyst/0ff
GS<0132.32 Industriel Analyst/Off ,
e . 25X9A2

1

' TT. Standerds Published Duiiig Perieds

Budpet Admirdstrabion
GS=0510,1k Finance Officer/Asst
GS=0132,35 Intelligence Analyst
0S=0132,48 TForeign Documenis Offleer
08=0132.31 Biographic Analyst/Off
GS=0132.32 TIndustriol Anelyst/Off

III. Standerds in Flnal Drafis

Qcecupational Code

(S=0132.23 Disseminaition Officer

e o o |
(5-0306,01 Records Managemendt Off
G5=0301.03 Admin Officer (HQ)
GS=0301,03 Admin Officer {Fleld)
" Qensral Clerical Standard
Approved For Release 2003/04/17 : CIA-RDP80-01826R000100070002-6
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ANNEX 2 (CONTINUED)

IV. Standsrd Job Descriptions Comploted:
_ Positions Covered
Occupstional Code Degh?l, Feid T Total

G5-0132.1hs Reports Officsr
GS=0136.01 Area Operablons Officer

¥, Standard Job Descriptions in Proces

[

25X9A2

Oceupational Code

0S<0318,01 Secretary (Steno)
08-0318,02 Secretery (Typlng)
05-0318,03 Secrebary

G8=0301.26 Clerk

G5=0312,01 Clerk-Steno

0S=0322,0L Clerk-Typist

(GS=0301.27 Intelligence Clerk
GS=0301,28 Intelligence Assistant
GS=0301.29 Intelligence Clerk{Steno)

7

SeBeloRwE=T
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MAJOR T/0% PROCESSED DURING THZ PERTIOD

Number of Positions

FI Staff, Division D

25X1A2D1 ﬁm

DD/P Total

25X1
25X1

OFTICo of Traimgg

¢y Staff
Support Staff

Support Staff, |
Office of Personnel

Reorgenization of I Staffs

and Diviglons
Office Secuvi%
ity Division

2;5X1

Medicalsmff

» ?‘arﬁn Fi@ld

Lo% stics
Tansportation Division,

Highway Branch
DD/S Tobal

L _Aven
piice of | Central Reference

DD

brary i

Spﬁcial Reglster Divislon
Ligison Divislon

Off‘ica omeentInﬁelli e

OfTice O PAGLONS o
Emma acf D!.E Vi ﬁon Index Branch

Offiee d Re ports

CGrand Total

Approved For Release 2003/04/1
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: CIA-

Reorganization

Reorganization
Reorgarid sation
Regrganizablon
Rearganization

_ 25X9A2
Establichment of Division
Reorganization

Claszification Review
Clagssiflcation Review
Classification Review
Clagsification Revie;a
Reorganization

Classification Review

Reorganlization
Reorganization

Recrganization

Reorgenization

Reorganmizatlion
Reerganigation
Classlfication Review
Reorganization

Claggification Revicy

"Reorgardizsation
Reorganization

DP80-01826R000100070002-6
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Iisti.ng of Repregentative Studles and Reports

fy of clesgificabion and compensation systems sdaptable to
L Perconnol Programs

This study stomned from the objective to keep abreast of the times
concerning outside developments in the field of classification and
salary sdminlstration particularly slucs the consensus of cplnion

of %he Career Councll is that CIBE chould develop and use a compenc
sation system keyed to the Career Service Program even though we
depart from normal Federal practices. The project began with a
review of position evalustion and compensation plous and practlices
in solected governmental Agencies somewhal comparable te CIAj end
regearch erganlzaiions and indugtries, particularly those which have
falrly extensive overseas operatlions, :

This project was approved by the Director of Persounel in July and
thus far 1s about 309 complote., Extensive data has been obiained
froms the White Honse Task Foree which studles compounsation and
pay along with overall overseas persomel problemss the Personnel
Advisor %o the Presidendi various Senate and House Commlibees which
investigated aspects of the psy problems inter-deparimental commit-
teesy and the Civll Service Commisslon. Agencles whose compensaltion
and personnel programs were studies ineludeds ARG, ICA, Departmesnd
of State, USTA and TVA, On the industrigl side, discussions were
held with representatives from the Scciety for Advancement of Manage-
ment end the Amsricon Mansgeuwsnt Assoclstion. Descripltive material
was obbained on 16 large industrlal firms which have exteasive overs
seas operations. Tuture action on this project contemplates field
trips to TVA and spproximately 3 or L industriol firms to gain
first-hand knowledge ‘on the detatled methods and procedures. Upon
conclucion of this, the data collocted will be syntheslzed, and
recommendations made comcerning the sppropriateness of the present
syatem or the need for i%s medification or replscement. . '

Peticipation in Task Force Study to develop s revieed Mampower

Control oysteme

The proposal developed by Management and Pergonpel recommended the
unze of the Staffing Complement (workeburdsn) concepth for the present
/0 and the establishment of a non—work=burden category designated

Development Complement %0 accommedate "non=productive persoanel, and -

as recrulis, trainees, casuals, ete. The Carser Council decided that
the proposed systen should be tested in an Agency component 1o
determine its feasibility in terms of cost, time, paperwork, etc.
PED is the action office within the Office of Persomnel which, in
conjunction with the Management Staff, is conducting the trial run in
Offlce of Communications, |

Approved For Release As6aRrE=EIA-RDP80-01826R000100070002-6
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8.

ScE=C-ReE=T
ANNEX li (CONT'D)
Proggct to revise Promotion and Aol pnment Policxe

The Division participated in developing revised polmcies
to implement a more effec'bive and equitable prmnotlon a&d
aasignment. program, ¢

Drafts of revised regula‘bionsl_—_l Promotion and - 25X1
Agsignment, together with a No‘tice sbtlining

procedures to sssign career designations to T/0 positions

were devaloped in part by the Divisgion,

,Study on the sglary adnﬁ.mstration policy implications of

T,

spproval of educationsl allowances for forelgn nationsls
through incorporating themin an sugmented pay schedule :‘
for foreign nationals | | 25X1ABA

Preparation of Staff Study on Pay Determination Pollcy
and Procedures for Consultants, Experts, and WAE's.

Steff Study on Supergrede Posgition Evaluation.

At the request of the DD/S, a proposal aad implementing
procedures were developed to provide for objective ranking
of &ll key Agency posltions in order that the CIA Supere
grede structure could be evalugted and necessary adjusi=
ments made., Following acceptance of the plan by the Supere
grade Review Board, the Division prepaved brief descriptions
and evaluation data on each position consldered to warrant
supergrade nomination and ranked the positions for each
Directoraste in order of overall difficulty e responsibiliby
of dutles performed. This informstion was provided to the
three Deputy Directors for thelr use in preparing thelr
nominations and rankings of the positions.
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